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To navigate to the report, go to:  Main Menu > Time and Labor > Reports > OSHA Report. 

 

 

 

 

 

1. If you have never run this report before, click on the Add a New Value tab to add a run control for this 

report.  Enter a Run Control ID and click Add. 

You should only add a Run Control ID for this report once.  You can never delete a Run Control ID.  Once 

you create Run Control ID, you can use the Find an Existing Value, to locate it when you want to run 

OSHA Reporting 

The OSHA Report provides the total number of productive hours worked over a specific time period. 

The hours are broken down by department / district. 
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the report again.  See SW NAV220 Introduction to Reporting training materials for more information.

 

2 On the run control, enter the Reporting Month and Year (Business Unit will default). Then click the 

Run button.  The month is the period in which both hourly and salaried pay period end dates fall. 

These pay periods must be closed and allocated in order to run the report for that month. 

 

 

 

3 If all of the pay periods that end in the month (inclusive of both hourly and salaried) have not been 

closed and allocated, an error message will be displayed. 
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4 Click Run.  On the Process Scheduler Request page, if the Format is not CSV, change it so that 

the report can be saved to XLS/XLSX.  

Click OK. 
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Click on the Process Monitor link.

 

 

5 The Process List page displays. To see the current status of your report, click the Refresh button.  

Once the process is complete (Run Status = Success, Distribution Status = Posted), click on the 

Details link. 

 

6 Then click on the View Log/Trace link on the Process Detail page.   
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7 The new OSHA report provides the data in 3 different output files that match to the 3 data  

 worksheet tabs previously provided by Cardinal.  Click on the 1st file: Detail Report.  The next 
screenshots show these three reports compared to those that were previously used. 

 

 

 

 

The Detail Report.csv replaces the Export Worksheet tab – the detailed results from the current 

SQL. These are all of the details that go into the summaries and totals provided on subsequent 

spreadsheet tabs. 

Totals have been added to the right-most column for total hours by DEPTID (department) as well as 

totals at the bottom for each TRC. 
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8 For reference, this is the old tab Export Worksheet. 

 

 

9 Click on the Totals By Dept file.  

The Totals By Dept report replaces both the DeptIDs & Totals tab and the Totals by DeptID, Dist-

Co, Relate since it contains the total hours per department but also the related department and other 

descriptive information. 
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10 As a reference, the following screen shots provide the information on the DeptIDs & Totals and the 

Totals by DeptID, Dist-Co, Relate tabs.  

From this data on the DeptIDs & Totals worksheet, we have summed the totals by department at the 

lowest level.  
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11 The tab, Totals by DeptID, Dist-Co, Relate, expands upon the DeptIDs & Totals data and puts each 

department with its related, i.e. rollup, department for use in the pivot table. It is an informational tab 

for use in the current manual reporting process.   

To reiterate, with the Totals By Dept report, you have both the DeptIDs & Totals tab and the Totals 

by DeptID, Dist-Co, Relate in one. 

 

 

Then click on the output file Summary by Dist & Rel Org. This replaces the Pivot by Dist & Related 

Org worksheet. It displays higher-level department totals along with grand totals for CO and each District. 
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12 As a comparison, this is the data displayed on the current tab Pivot by Dist & Related Org. 

 

 


